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Coupa Reimbursement Instructions

The MEDC partners with OpTech as a third-party payment vendor to manage reimbursements for all
participating STEAM Ahead employers. To accomplish this, OpTech utilizes a Coupa Supplier Portal.
This training manual provides information on how to create invoices in the Coupa Portal and view
submitted, approved invoices and grant balances. Please see the Employer Handbook for
information on STEAM Ahead and the payment schedule. Invoices should be submitted per the
MEDC payment schedule (see Employer Handbook) to ensure prompt payment of funds.

This document will cover the following processes:

e PARTI - COUPA REGISTRATION (pgs. 1 - 6)
e PART Il - REIMBURSEMENT REQUEST (pgs. 7 - 11)
e PART Il - VIEW REMAINING GRANT FUNDING IN COUPA PORTAL (pgs. 12 - 13)

Questions?

e For program/policy-related questions, please contact MEDC at steamahead@michigan.org.
e For inquiries regarding invoices, the Coupa Portal, or payments, please contact OpTlech at
steamahead.pay@optechus.com.

PART | - COUPA REGISTRATION

Allemployers who have had interns approved for STEAM Ahead will receive an e-mailfrom the Coupa
Supplier Portal. These e-mails will be sent on the Monday after you have received your intern
approval notice from the MEDC and will be sent on behalf of OpTech, who manages the supplier
portal. The subject line will be “Action Required — OpTech US Registration Instructions.”

Please note, this e-mail contains a link that is only good for 48 hours. If the link should happen to
expire prior to you getting a chance to open it, please contact the OpTech STEAM Ahead e-mail
address (steamahead.pay@optechus.com).

You only need to register in Coupa once. If you have already registered, please jump to Part Il.

1) Openthe e-mail and click on the button that reads “Join Coupa Supplier Portal”.

Action Required - OpTech US Registration Instructions

C]

Action Required - OpTech US Registration Instructions

tact us ot SUBGATEBCOUDA.COM f you are unable o regmtar for any reason!

| Join Coupa Supphier Portal Forwa  ivitation
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2)

On the web page that pops up, fillin the fields, then click

“Create an Account”.

a.

b.

3)

through your e-mail, which you will then type in
when prompted.

4)

prompted to select if you wish to continue to
create a new account.
a.

5)

a.

b.
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You will receive a one-time verification code

If you have a previous account, you will be

Continue filling in the relevant fields.

Please note, if you already have an account, you
can click the “log in” option instead.

You are not required to enter a tax ID if you do not
have one / do not wish to provide one. To skip this
step, click the “do not have a Tax ID” box.

Create an Account

OpTech US is using Coupa to transact slectronically and
communicate with you. Well walk you through a quick
and sasy setup of your account with OpTech US so
you're ready to do business together.

Email Verification

We sent a one time verification code to steamahead@michigan.org

Didn't receive the Verification Code?

If you wish to join up with a previous
account, select that option and follow
steps.

Join an Existing Account?

e f the fitio f get bette: Jges

View existing accounts matching email domain michigan.org

Busi

s Name
Country/Region
Address tine 1
city

state Postal Code

Tax D DUNS Number

No, continue creating a new account

RS

When entering your work phone #, be sure to
use a cell phone and not a landline, because
your multifactor authentication will be tied to
this phone #.

Click “NEXT” once all fields are complete.

m Your Contact Info




6) Complete allfields and click “NEXT”, or you can click

m Make SI{?T?UGQK Pald
“Skip for now” and fill this information in later.

7) You may receive a prompt asking you to sign
up for “Coupa Verified” - this is not required.
You can simply click “Continue” under the
“Registered” column to access the Coupa
Supplier portal without accruing any charges
or fees.

Registered

8) Once logged in, click on the link for “SET UP”.

Orders  Service/TimeSheets  ASN  Invoices

Catalogs  Business Performance

| - company prome e Compiete you prone 1o get ciscovered by Coupa buyers hat are loking or Bems i yourcategry

Profile Progress

STEAMAHEAD .

ast Updated 1 minu

Verify Your Account And Get Noticed

e s roen

customers looking for products fike yours

9) Click“Legal Entity Setup”.

10) Click “Enable Multifactor
Authentication”. Authentication Required

Muilti Factor Authentication needs to be enabled before you can access this feature

11) Have the Multi Factor Authentication App ready on your phone (Microsoft Authenticator app
recommended; other authenticators might not work).
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a. Select “Add” or “+” to scan the QR code to attach the authenticator to this account.
b. Oncethe accounts are linked, enter the [ el

©  Scan this QR code using your mobile device.

6-digit verification code provided on

your device.
c. Click“Enable”.
d. You will see a pop-up screen that

BEY4NFCXRTFVSVOEKTUYGEM

provides you with a list of security
codes to recover your account. You @ Ertr the it verifcation code from your device.
have the option to download, copy, or

printthem, if desired, butitisnpot — §  aa =

required.

12) Select “Via Text Message” as the default.

13) Enter the multifactor authentication code, then i aaiid

click “OK”.

Enter the 6-digit verification code from your device

Multi Factor Authentication | § 1

14) Enter your phone number again, click the CAPTCHA box,
then enter the 6-digit verification code sent to your phone, [ @ cwree
and click “Enable”.

a. Afteryou do this, it may provide another pop-up of
security codes you can either print or download,

but this is not required.

15) On the menu, return to “Setup.”

Multi Factor Authentication via authenticator ag|

My Account security & Multi Fac

Admin |

16) Click “Legal Entity Setup” on the Admin Menu, then -
select “Add Legal Entity”.
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Where's your business located?

17) Enter company’s legal name and the country/region,
then click “Continue”.
Setting up your business details in Coupa will help you meet your customer's invoicing and payment

nts. For best results with current and future customers, complete as much information as

* Logal Entity Name
I

Country/Region

Tell your customers about your organization

18) Complete all required fields. Confirm that under the
section reading “Which customers do you want to see
this?” that OpTech is selected.

a. Ifyoudo not have ataxID, select the “l don’t have a
Tax ID Number” box.
Note: The Tax ID is not needed as you will not be
receiving a 1099.

REQUIRED FOR
INVOICING

Where do you want to receive payment?

19) Verify the address is correct, and then click
“Save & Continue”.

20) Confirm Remit To Address is accurate. If yes,
. Where do you want to receive payment?
click “Next”. =

ow where to send payment for their invoices Click Add Rema-To to add more Add Remit.To

— .
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Where do you ship goods from?

21) If it asks you about where to ship goods from, click e et et S A

Add Ship From

Manags

“Done” because we are not shipping anything. .

Setup Complete

22) Click “Done” when the Set Up Complete window pops V
up.

Congratulations!

hem this payment Info in in addition to

You will now be registered in Coupa and able to submit reimbursements. This is a one-time process,
meaning you will not have to repeat it. If you have any difficulties registering your employer account
in Coupa, please contact OpTech at steamahead.pay@optechus.com.
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PART Il - REIMBURSEMENT REQUEST PROCESS

Prior to the start of the intern(s) reimbursement period, OpTech will enter all approved interns in
Coupa. This will include:

e Theintern’s first and last name
e Theirtotal number of approved hours per semester
e Their total number of approved reimbursements per semester

As interns are registered by OpTech, Coupa will automatically generate a PO, which it will send to
employers. There is nothing to do with this PO. It is only to show your total reimbursement value
available to you for that intern, for that semester.

Employers are asked to be mindful of the payment schedule, which is located in the Employer
Handbook.

Additionally, only the primary and secondary payroll contacts listed on the Intern Submission Form
will be registered in Coupa and will also be the only ones to receive communications regarding
payment/reimbursement.

1) Loginto Coupa

2) Onthe Coupa Portal home page, click s
“Orders” on the menu bar.

Verify Your Account And Get Noticed

Coupa Verified buikds trust and gets you in front of more

customers fooking for products tike yours.

we MEDC

Recent Activity ©  Announcemen ts
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3) Click on either the PO Number or o o G
click the Gold Poker Chips (both A
will work).

4) The Purchase Order screen is displayed and the purchase order line for each intern is.

a.

Purchase Orders

DI From Cuvtomer

TOMasber  Oner D Sutss  AckaewiipedAl b Unavwmersd Commests Tusl Awigned U acoon

00 Fogn nd ol e Gplaynd e C50 and SN supplons o e Porchams Onder Bt e

The name of the intern, the total
quantity of hours the intern may
work based on the price, the hourly
price for reimbursement, and the
total of the grant contribution is
displayed.

Note: If there is a PO line missing for
an intern or the total amount for the
intern is incorrect, please contact
OpTech by email at

Purchase Order #9

steamahead.pay@optechus.com to modify the purchase lines.

5) To create aninvoice, slide the scrollbar on the right to the bottom of the screen to select the
“Create Invoice” button.
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6) On the Create Invoice screen, you will be prompted to fill in the required fields.

a. Invoice# - enter the invoice number using the first letter for the semester (W for
Winter/Spring, S for Summer, F for Fall), followed by the year (e.g. 2025), followed by
the 1 for the pay period

i. E.g.W2025 1 for the first pay period of the Winter/Spring 2025 semester.

b. Invoice Date — Date entering invoice in Coupa, any other date will not meet the “Net
10” terms

c. Currency - auto populated by the Coupa system

d. You can also provide the following, though it is not required:

i. Image scan - Attach a copy of the invoice
ii. Supplier Note — Enter the time period you are requesting for reimbursement.

Selnct Cuntomer Optech U3

Create Invoice crese

Creaung your frst INvOCE? JUST €KY 1N YOUf IVOCE AumOer. Check Te e Oetals, Makie 7y NECESSary CRANGEs and SuX 1N any estra Charpes. 3¢
ONCR yOu a0 Meacy, CICk DMt YOUS Df NOEfed £ U IWOCE 1§ A00rowed O placed O hod

General Info From
hevoice § WIEX (] * Suppler MIDC

*hvoice Dase 01078 52 Sgptes Ta D w

Puyoet Tew v * lewoice From AdSeses WD
300 N Washinglon Squers
* Cuveecy U Lassing W &591)
Uread “Laws
Staten Deatt
Wnage Scan | Comane File | Mo Be honen * Ruet 1y Abdsoss VEDC
300 N Wakhingion Square
Swpplier Note | 01002028 . 0VIA2NS Lansing W &071)

Urvtet 2ows

* Shp from Addeess VEDC p
100 N Wanhingion Squars
Lasaing W 8391)

Aracheneecs ASd Fhe | USL | Tes
United States

To
Cuntomer OpTech US

Duyer Taa © 0908 o

Lines Lioe Lewed Tanarion

' Cescrgenn O voM (o) N
il 192000 ©
—

7) Scroll down to view the Lines section of the invoice.
a. Note the following:
i. Quantity —total # of hours the intern is authorized for throughout the

semester (e.g. 400, etc.) This field is pre-populated.

ii. Price (the reimbursable hourly wage —e.g. if an intern is going to earn $20.00
an hour, you can receive up to $10.00 back in the 1:1 wage match, so the
price for the intern would read 10.00)

iii. Totalamount of the line for each intern (the total authorized reimbursement
amount for the intern, per semester).
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8)

1. Note: The Total Amount field is configured to accept a specific

number of decimal points. This has resulted in some of the line totals
to display as 3,999.50 and should be 4,000.00. OpTtech will adjust
any differences after the last invoice is submitted for the semester.
b. To begin, click on the “QTY” field and type in the # of hours worked during that pay
period (e.g if an intern worked 40 hours during the pay period, type 40). Please note,
the field is pre-populated with the total remaining # of hours the intern is authorized

for the semester. You must delete this pre-populated number and type in the # of

hours worked during that pay period.

c. Ifthereis anintern who did not work during a pay period, click the red “X” next to

that intern’s total.

Lines
Type Owacrgenn Oy oM "
« Vichey Mouse D ts v
PO L SorvicaThoe Shoet Line Contract
v

[P
00% Cont of Sales M2 X
Type Descrgenn Oy oM P
L. Donaid Duck 0
PO Line SorvicaTime Shent | e Comtract
s . =
Naeny
200% Cont of Saten MEDC
A P oo

© ~ O = . Totads & Tanes

Line Lowed Tanan

1920.0C ©

Syl Pt Noanbonr

Sagplies Pact Narnbeat

Notice when you enter the correct # of hours worked during the pay period, you will see the
line amount for the invoice change (in this example, it went from 4000.00 to 400.00).

Totain & Tases

Unes Nat Tonet

Sagpiies Pt Nowwder

o
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9) Scrolldown and click the “Calculate” button
Totals & Tanen

to ensure the invoice total is the correct B —

amount that you wish to submit. Once you

confirm the total is correct, click “Submit." o
]
Ve
Tax v 9000 % "
Totsl Tan "
Nt Toted o
Total 400.00

Oviete Concet Sove on Ovet [P st |

10) A notification box will appear, stating that
you are going to submit an invoice to
OpTech with the total amount of the
You' adout 13 bend an vcn 1 Op Tech US for & oted amourt of 80000 Once sert you¥ have

inVOiCe_ 0 COrtact your Cuntomer Srecty 1) make hanges 1) e Ivokce

i rnpvacn. N MCuensy B M lin emeth. [ 00 fend | Lrbedn o lenve Swrton. @ 1o

a. Ifthetotalisincorrect, click
“Continue Editing” to correct and
recalculate the invoice.

b. Iftheinvoice and the totalis correct, click “Send Invoice”.

11) Once submitted, you will see a list of all —
invoices (pending, approved, disputed,
etc.). The invoice you submitted will be e .
listed as “Pending Approval”. ;’__;_.b.'mo e —
a. Once approved, the status will ww 1 -
read “Approved”. ' e h— s -
i. Ifdisputed, the invoice will - e o
say “disputed” along with a =
comment explaining why it L;ijj‘_'j :j;';:"‘ f:'f": .
was disputed and

instructions on how to
resolve it.
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PART Ill - VIEW REMAINING GRANT FUNDING IN COUPA PORTAL

To view the remaining balance of grant funding per intern, a new invoice is created, and the balance
of the grant funding is available to view.

1) Navigate back to the Purchase Order in the Coupa Portal, and click back on the PO # or click
on the Gold Poker Chips.

gor Lin e

Purchase Orders

Itk Daes From Customen

T amrgie et Den 0 vol o yous Compary rhavisbur ety joge ol ol Lo Gngrarnl Ve Tl TUN sepgbert o Pe Fu hane Crdee bad o

Em - s oo

PONMn ¢ Onder Dt Saten  Ackaowindioed At Peons e ol wwreats Tinal Avagrad Actema

Saras ot 280 Lach of Michay Mosoe N 20 00 N
#30 Each of Donadd Duecx

2) The screen will display the amount invoiced against the purchase order line (e.g. Showing
here that $400 was invoiced). Click “Create Invoice”.

Lines
T e o - =)
1 Ty e Oy Ui N teew ol
- Mahoy Mane 8 L " 15000 L)

Spptor Part Nandar  Seppier Asallary Part Nandar  Mandachow Mo Masadohrer Pat Nunbar

Yoo [ e N
2 Type e ry Dt Nice Teew Ve ol
’ Cuonatd D o Lo “we 4000 00 &c e

Suppiier Part Nambar  Sappler Aoy Part Number  Mandfactow Name  Masafocturer Pat Number
Norw ~Nore S Mo

Popope M1 |1 W

Comate bwvoce Sove = vt Vew

> Cocmments e Comrerts v
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3) The Lines section of the Invoice displays in the Qty field the remaining hours and the
Balance displays the total dollars of the grant funding remaining that may be used.

Note: Future invoices will continue to reduce the hours available in the Qty field and
the Balance total for each Purchase Order line. If you submit an invoice for more
hours than are availabe or the total dollars remaining, you will receive notification
there are not enough hours or availabe funds for the invoice. Optech will reject the
invoices.

Example: an Intern worked 15 hours and the Purchase Order line displays a quantity
total of 3 hours in the QTY field. Only 3 hours may be used for the invoice.

Total went from
4,000.00 to 3,600.00

B O reme B WIKlnphpen). = Wioge lige B Demglrtivicon. 37 Sonmtemwace. T MOoeney B M 0ie [Aoeet b [ 00 feed | Lobedn o oo Surton. (B Lmptoyee Dncomens Q) daae after approvalfrom

v Cope lappiar Tomw o X #

€ 2 C N smrler coupahost com oy

Lines O Une Lowet Taasticn

previous invoice
requesting 400.00.

Tyye Oeac rprnm Oy o 0]

1,920.00 ©

PO Ui SarviceTone Shaet Line Contract Spper Pact Mambeor

Contract Supper Past Mamber

Qty. went from 400

hours down to 360
due to 40 hrs. Pkt bom Comracs Totai & Tane
deducted from last Unes ot Tt T

invoice. Savy
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